State of California

DEPARTMENT OF WATER RESOURCES The Resources Agency
JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst 0620-5157-xxx 50000743 I
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/DSO/Business Information & Services Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Kimberly Oliphint Staff Services Manager Il
APPROVED BY (Personnel Analyst's Name) DATE
Trisha Benson 9/28/04
P eg_c;j%rg of Activity
POSITION SUMMARY
Under supervision, incumbent will be on a team with other staff to assist in the development and
implementation of an off-the-shelf, enterprise-wide Electronic Content Management System.
ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others, maintain regular,
consistent, and predictable attendance, and exercise good judgement.
30% Assist in the modification and/or development of departmental policies that address applying
records management to electronic records.
25% Assist with research and evaluation of new technologies to identify and implement an enterprise
document/records management system for the Department.
20% Assist in the development of a required documentation, such as a Feasibility Study Report, to
include requirements for all phases of the project.
15% Assist in the development of recommendations on standards and requirements for an electronic
document/records management system.
10% Work in conjunction with the Records Manager | to prepare the Department's "to be" business
process documentation as it relates to document and records management functions.
SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'S NAME (Print) SUPERVISOR'S SIGNATURE DATE
Kimberly Oliphint >
EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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	activity: POSITION SUMMARY
Under supervision, incumbent will be on a team with other staff to assist in the development and implementation of an off-the-shelf, enterprise-wide Electronic Content Management System.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others, maintain regular, consistent, and predictable attendance, and exercise good judgement.

Assist in the modification and/or development of departmental policies that address applying records management to electronic records.

Assist with research and evaluation of new technologies to identify and implement an enterprise document/records management system for the Department.   

Assist in the development of a required documentation, such as a Feasibility Study Report, to include requirements for all phases of the project.

Assist in the development of recommendations on standards and requirements for an electronic document/records management system. 

Work in conjunction with the Records Manager I to prepare the Department's "to be" business process documentation as it relates to document and records management functions.  
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